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LOG IN

» Loginas aBuyer

» Username and password is case sensitive! Be sure to enter your username
in all lowercase letters

» When the following dialog box appears, click YES to proceed:

Security Information i 5[
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CREATING A REQUISITION

Bhopping cart PRE0G3NG: Untitkd Raquisition =
el b Items: O Total: $0.00000US0 ’mw,-
itl
xri B Add Title
# ﬁﬂiﬁ‘mm Titla: |DFF:ICE SUFPLIES - LAB C (Jeanette Jenkins)
¥ chechaut O Behalf OF: [t |
: Use PCard: &
PCard numbar [urastpsonit =]
Entity Code: P194 [ selact |
Fiscal ¥aar: |2’:|':|“ [ [ spl=ck ]
anency o walusl [ selact |
R0 Catagory; [Fa1 [ aelect ]
Hoader Cross Raference: [ 1
o ’ o :
ADD TITLE

> Title: Type an identifying title of your choice.
» On Behalf Of: Will default.
» Use PCard: If visible, uncheck box if you will not be using purchase card.

» PCard alias: Will default, if applicable.

Remaining fields will default.

IMPORTANT: Change the PO CATEGORY to R02 when using a non-registered
vendor or when the order is for a commodity type that appears on the eVA
exclusion list.

Click “Next” button.




CREATING A REQUISITION (continued)

=S & &I
Togole Currency
Shopping Gart & PREOEI0S: OFFICE SUPPLIES - LAB C (Jeanatta Jarking)
ems: 1 Total: $0,00000USD
n add Titk
Bl Additems
H Add [tems
A Accoynting
Kaywnrs Cptions” Create Mon-Catalog [1Em
Lhakout

Favaritas: - pRceEnt Choicas - --I E:?r;;::t |- Sakict - {10 choices ) =]

Eﬁt:ti [ E=kct - (3 chaices] =1 Menufacturer; |- Selack - (»20 choces) =]

L,0B0 tens found Wiew By: | Categony -I
Panchiag Gatalogs (39) Angrare| e and Personal Care Products (5133
punchout §39) Llathng (513}
Cleaning Equiprnant and Supplies (1) Communications and Computar Eguipmaent and
Janitonal equipment (13 Peripherats and Components and Bupplies {138}

Comemunications and computar sioplies (1 Hardwaes and
Acrassores (1E7)
Eqsiprnent and Sapplias (2 Elogirgnic Products
Berzonal safety and protection {2 Elpar covennga (1)
Fond Beverage and Tobacoo Products (1) Furniture and Fumishings (1)
Sugar and swasteners and confectionery 1) accommesdation fumiturg (1)
Labioratory and Maasuring and Observesn and Testing Managameant and Business Professionals and
Emidpimart (4] Admdnlstrative Bervicas (1]
Abaratory Eogipmant ¢d4) Manzdemant sdwEory serdces (1)
El.i.lﬂ'ﬂﬂ' Hﬂ!ﬁ!.uﬂ_ﬂ_'ﬂjﬂl'ﬂﬂl'lﬂmﬂﬂﬂﬂm Macidnery !ﬂmtmﬂmﬂﬂlm&&ﬂlﬁ_&mﬂ_?_?ﬂ&i (1]
ispital and madical and dental acglipre 1
Cigr nd =t .;1} Matmnal hﬂ}ﬂ|m mschanery s
apupment {1}
) =iE e = T

ADD ITEMS

The above screen appears, which is used for catalog ordering.
Refer to the eMall User Guide, Vol. 1 for catalog searching techniques.

>

Click on the “Create Non-Catalog item” button




CREATING A REQUISITION (continued)

add Title PR1068723: Office Furniture - Lab C
Items: 0 Total: $0.00000USD
Add Items
Add Accounting EH Add Non-Catalog Item
Details
Checkout o
Full Description: |Madular work desks ;I
=
1
1 #Commodity Code: Office furniture, Desks (NIGP 42521, 42544) ;I Supplier Auxiliary Part ID:
X (no value)
“supplier: Office furniture, Desks (NIGP 42521, 42544) Quantity: 1
. . Exterior lighting and fixtures, Kerosene or pro..,
Eoutace Printer and facsimile and photocopier supplies, ... Unit of Measure: m
Paper products, Printing and writing paper ...
Supplier Part Mumber: Price: lmg

Contract #: Amaount: $£0.00000USD

Update Total

* indicates required field

ADD NON CATALOG ITEM

» Full Description: Enter description of item being ordered using key words first.

» Commodity Code: The pull-down pick list (above) will store recently used codes.
To search for other codes, click on “other” and the following screen appears:

Choose Value for Commodity Code

Field: Name |desk Search

Name

Casegood and non modular systems, Casegood or non modular desk (MIGP 42521)
4 Communication Software, Desktop communications software (MIGP 20827, 20945, 20544)

Computers, Workstations or desktop computers (NIGP 20453, 20496, 20455)

Desk organizers and accessories, Desk drawer organizers {(NIGP 61533}

Desk organizers and accessories, Desktop trays or organizers (MIGP 61533, 61555}

Desk organizers and accessories, Message holders or dispensers (NIGP 61533)

Desk supplies, Call bells (NIGP 60503}

Desk supplies, Finger stalls {MIGP 47541, 61547)

Desk supplies, Manual letter openers (MIGP 51553)

Desk supplies, Paper cutters (NIGP 60557, 6055E)

Desk supplies, Paper punches (NIGP 60567, 60565)

Desk supplies, Pencil sharpeners {NIGP 605680, 60563}

Desk supplies, Scissors (NIGP 60569, 59052)

Desk supplies, Stamps (MIGP 61577)
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» Field: Name Enter acommodity description OR an NIGP code.

» Click “Search” button. When search results appear, Click “Select”
button. If not exact, search additional pages and/or use closest description.



CREATING A REQUISITION (continued)

Add Iltems” screen re-appears with selected commodity code name in the field.

Toggle Surrency

PRIOGSTZ3: Cffice Furnitune - Lab

El'lmnv:.. 0 Tatsl: $0.000000=0 "m
[y L bsonunting E Add Non-Catalog ltem

Full Dasciiption! fMadular ward: dasks

)

~commodity Code:  [OMce furnituee, Dasks (MIGP 42521, 42544y =] Supplier susliany Part [0
=Suppien [ehn Freferances =] Casantity [4

JARGINTA CORRECTIONAL EWNTEERPEISES Urit of Measure: each "

JaHPAK OF WEST YIRGIMIA, THC

*Contact:

Supplar Fart NUTher: |res pepartrant of Ganeral Sarvices Frice: $J:I.l:I:l:II:l:lL'E-I._-|J
Dapartment of Geraral Sarvices
Contract #: Imagistics Intemational, nc. Amount E0.0O000LSD
uEd-r- Total
¥ inicates ragaed fiadd

» Supplier: The supplier (vendor) search is similar to the commodity code search.

The pull-down pick list stores recently used suppliers.
To search for other suppliers, click “other”.

Searching for a Supplier

Field: Company Enter the company legal name (will accept ‘partial’ name)

Click “Search” button
Search Results: Choose from names in retrieved search results.

Click “Select” button

YV VYV V

NOTE: Only eVA registered vendors can be retrieved with this search. Use of
non-eVA registered vendors is discouraged. If you must use a non-registered vendor,
see instructions in the eMall User Guide, Vol. 1.




CREATING A REQUISITION (continued)

B 2o Titis PRLOGETZ3: OMoe Furnitues - Lab © —
! TMenvs: 0 Tatal: $0.000000=0 ER m
3 & [tere —= | Ll '
[ Lo bzonntiog E Add Non-Catalog ltem
EJ chackout
Full Description: feadular wark desks J
~Commodity Code:  [OMce furiture, Dasks (NIGF 42521, 425443 =] Suppher ausliary Part (D:
*Supplien [WIRGIMIA CORRECTIONAL ENTERPRISES =] Caasntiby: [10
*Contach: EH-L‘Di ] [ salact ] Uit of Measure: each bl
Suppliar Part Number: | Frice: £30 . 0OD00UE
Cartract #: fraeteha ARG 300, 00000USD
* ndicahes ragaved e

The “Add Items” screen reappears with selected supplier name and contact data in the
fields.

» Supplier Part Number: This field may be used for part number, stock number,
catalog number.

» Contract Number: Enter the applicable contract number for the item, if applicable.
Scroll to the right side of the screen and add the following:

» Supplier Auxiliary Part ID: Rarely used — not a required field.

» Quantity: Enter the numeric quantity.

» Unit of Measure: The pull-down list will store recently used units.

To search for other units, choose other in the drop down and search as
illustrated earlier for the commodity/supplier fields.

» Price: Enter the UNIT price. eVA does the math.

Click the “OK” button



CREATING A REQUISITION (continued)

KB i Titk FRLO6E7EE: Dffice Furnituna - Lab © A e
'E _ Ellern:: 1 Total: ?.:ellll:l.l:lI:II:l:ll:l_ED ‘mmm__
[y Add Accowting §2l Shopping Cart
Y checkaut | Hide Cotals
[ Mo, Type SR Solict Description Oty Unit Price At
8 Qo E I Madular wark dasks [l axch $50.000D0USD f300.00000USD

Gupplior; . V1RGNS CORRECTIONA] EWTERPRISES Muocular work de=ks
Contact: T11-001
Commodity Coder Qffice firm
Contract Mumbar 74576-02
Bil Toi GEE CORTAENTE

Small Business:
Minoriny Ownad Buciness: |
Woman Owned Buzress: |

Jrniturg, [acks (MIGP 43537, 3C4d)

Total Cost $300.00000450
]

T Dot show this page agar after addng itemisiireset in preferences)

s ) -

SHOPPING CART
Here’s your chance to see what's in your “shopping cart”.

If you are ordering more items from the same vendor,

Enter a checkmark in box next to item number.
Click the COPY button.

>

» Enter a checkmark in the box next to the NEW item that appears.
» Click the EDIT button.
>
>

A\

Change the necessary fields for the newly copied item:
description/price/quantity/contract number, etc.
Click the OK button

If you are NOT ordering more items and do not need to edit/add accounting codes, click
the Checkout button. (Go to page 11)



If you click the Next button on the previous screen, you will see the Accounting Line
Details screen. Make any necessary changes to your accounting information.

NOTE: If you need to make the SAME changes to MULTIPLE line items, it's
recommended that you do a MASS edit from the Checkout screen. (next page)

ShoppingGart’ @ || PREDRI0G CFFICE SUPPLIES - LR C [Jaanstie Jankine)
Items: 1 Total: $0.00000.50

Cost CantarCrganzatan/Spasd Coda:

Cracle Upgrade;
Coda:

Frogrami

B kodTik = :
H El Add Accounting Details
[ Gisaccountng
[int.sil= A i - By Liss fien
Checimub Inerves i this request: 1
4]
" Mo, Typs 88 Sobcit Description
1 i [I] I Ertar a dascrptan far ths tam.
Fld;

Oty Lt PHoa Anedaint
1 each $0.00000USD $0.0000GLED

200

(ro walue)

+H

Click the EDIT button and make changes when fields open up:

B o vite PRSOAZ06: CFFICE SUPALIES - LAB © [Jaarette Jankns)
B3 aocimens il Bl R L D
[ A Accauntng Bl Edit Line tem Accounting

EJ Checkout
Ling [tem: Entar a dasciption for this item

Fuind:

Cost Conter/Crganizabion'Speed Code;

Cracke Lpgrade

Coda:

Frogram:

Fplit m.nhﬂii

mEm

[130 [ asduct ]

[zan [ sadact 1

[za5 [aslest ]

o value) [ =it ]

fr

@Em

Click the OK button when all fields have been changed.

10




CHECKOUT

Contact: Ultrect

Cormmodity Code: Calculating machines, Calculators (NIGP 600...
Contract Number:

Bill To: SEE COMMENTS

Small Business: [

Minority Owned Business: [

‘Woman Owned Business: [

| o0 o )

T =
¥ MNo. Type SR Solicit Description Oty Unit Price Amount
Mo fim [ CP2EWBPLUS, 3-MCP-2EWEPLUS, WATER BASED FIRE ... 1 each $10.53000USD $10.53000USD

Supplier: STATE ELECTRIC SUPPLY COMPANY CP25WBPLUS, 3-MCP-25WBPLUS, WATER BASED FIRE BARRIER CHALK
Contact: STATE ELECTRIC- ALL YAPP Orders
Commodity Code: Minerals, Chalk (NIGP 57856
Contract Number; 2850004-40¥APP
Bill To: SEE COMMENTS
Small Business: [
Minority Owned Business: [
Wworman Owned Business: [
M oo = r Digital Calculator 1 each £20.00000USD $20.00000USD
Supplier; Ultrect Digital Calculator

Total Cost: $30.53000USD

Update Total

‘ Shipping - Entire Requisition

Ship Tao: |V\rg\n|a Information Technologies agency, 3rd Floor ;I

Deliver To: Gail
Meed-by Date: ? |Fri, 24 Feb, 2006  [E

Comments - Entire Requisition

Comments: ;I

FOR MULTIPLE LINE ITEM CHANGES:

If all items need to be changed for things such as accounting codes, check the

checkbox above ALL the checkboxes next to items.

If only a few items need to be changed, click the checkbox next to the applicable

line item.

Click the Edit button below all line items.

On the next screen, enter the changes and click the Next button. You will then be
shown a new screen with your changes. Click the Done button to proceed to the

Checkout screen.
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SHIPPING (Checkout Screen)
Shipping information will default to your assigned shipping address. If necessary to
change, click the down arrow in the Ship To field and select other. Conduct a search for

the applicable shipping address.
Note: Only addresses loaded by the eVA administrator can be seen in eVA.

T —

| ==

| Shipping - Entire Requisition

Ship Ta: IPrncurement, Office of, College of Wwilliarn and Mary ;I

Deliver To: Lynnette Jenkins
Meed-by Date: 7 I bl

S WM T WTF S
1.2 3 4
Comments: 5 6 ¥ 8 9 101 ;I
12[13]14 15 16 17 18
19 20 21 22 23 24 25
26 27 26 29 30 3

Comments - Entire Requisition

[7 include cormnment/attachment(s) on purchase orders

Add Attachment

» Deliver to: Will default. Can be changed by deleting default and entering new text.
» Need-by Date: Click on calendar. Click on date.

COMMENTS

Comments: ;I

|
[T include comment/attachment{s) on purchase orders

[7 mark attachment({s) as Proprietary and Confidential {This checkbax does not apply to approvers)

Add Attachrnent

» Comments: May be added for either the entire requisition or by the line item.
255 character spaces are available for comments.
» Attachments: May be added in the same browsing manner as with e-mail.

IMPORTANT! It's imperative that the “include comment/attachments on purchase orders
checkbox be selected if you desire the vendor see the comments and/or attachments.
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APPROVAL FLOW

When you click on the Approval Flow Tab on the Checkout screen, your approval

workflow appears so you can see who must approve your requisition. If you click on the
approver’s box, you will see more detail.

Shopplng coet || PR20GI06! COFFICE SUPALIES - LAR C (leansatts Jenkin)
Ttams: 1 Total: f0.0O0OAUST

d# [14L]
3 % El Checkout

Add scpountirg
Bl (el W_
a 4 | Appraval Fiow - Bequisition

tagand: ] pending [ actwe B spproved B owned B watcher |

pra0a30e [ —EED:.N--;-:.mm W abohl J— BestIS . liak |— Approved

add @nprover

If the vendor cannot accept the order electronically, you will be inserted into the workflow

as the LAST approver. This is your cue that the order(s) must be printed and faxed or
mailed to the vendor.

ALL DONE?

» Review your requisition and edit, if needed, prior to submitting.

> When satisfied, after review and edits, click “Submit”.
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